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ORGANIZATION  CHARTS  and  DEPARTMENT  DESCRIPTIONS 


On  July  1, 1996,  Governor  Weld  signed  into  budget  the  FY'97  Budget,  mandating  the  establishment  of  a  Central 
Business  Office  for  the  Executive  Office  for  Administration  and  Finance. 

The  Central  Business  Office  of  A&F  is  statutorily  charged  with  responsibility  to: 

•  Establish  and  deliver  central  administrative  services  to  EOAF  agencies,  which  in  turn  will  enable  the  agencies  to 
focus  more  of  their  resources  on  their  core  purposes; 

•  Standardize  and  coordinate  administrative  processes  across  agencies  to  simplify  overall  management  and  oversight 
by  EOAF  agencies; 

•  Gain  efficiencies  in  service  delivery  through  the  elimination  of  duplication,  economies  of  scale,  and  the  application 
of  the  best  available  technology;  and, 

•  Carry  out  such  functions  as  the  Secretary  of  Administration  and  Finance  deems  necessary  for  the  efficient  and 
economical  administration  of  business  systems. 

CBO  is  organized  as  follows: 


CENTRAL  BUSINESS  OFFICE 
Director  of  Operations 


{ 


_L 


Human  Resource  &  Payroll  Director 


Office  Manager 


Technical  Support  Manager 


Chief  Financial  Officer 


Budget  Director 


Accounts  Receivable/ 
Chargeback  Manager 


Accounts  Payable/ 
Purchasing  Director 


Digitized  by  the  Internet  Archive 

in  2012  with  funding  from 

Boston  Library  Consortium  Member  Libraries 
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CBO  POLICIES  AND  PROCEDURES 


This  section  details  CBO  policies  and  procedures  pertaining  to  Daily  Hours,  Time  and  Attendance  Documentation, 
Alternative  Work  Options,  Paychecks,  Overtime,  Compensatory  Time,  Leave  Requests,  Holidays  and  Office 
Supplies. 


DAILY  HOURS 

Full-time  employment  with  the  Commonwealth  of  Massachusetts  consists  of  37.5  hours  of  work  per  week.  With  the 
exception  of  employees  who  work  on  a  shift  basis,  full-time  employees  generally  work7.5  hours  per  day,  Monday  through 
Friday,  8:45  a.m.  to  5:00  p.m.. 

TIME  AND  ATTENDANCE  DOCUMENTATION 

Because  of  the  diversified  nature  of  the  work  performed  by  employees  in  individual  CBO  units,  each  unit  utilizes  a  Time 
and  Attendance  documentation  policy  that  is  best  suited  to  its  needs.  Some  units  utilize  weeklyTime  Sheets  while  other 
units  use  a  Sign  In/Sign  Out  procedure,  and  others  utilize  Automated  Time  and  Attendance  records.  Employees  must 
adhere  to  the  Time  and  Attendance  Documentation  policy  in  effect  in  their  work  unit.  You  should  check  with  your 
supervisor  regarding  this  policy. 

ALTERNATIVE  WORK  OPTIONS 

The  Alternative  Work  Options  program  enables  employees  to  utilize  a  work  schedule  other  than  the  standard  Monday- 
Friday,  8:45  a.m.  -  5:00  p.m.  schedule,  so  long  as  it  is  authorized  in  advance  by  employees'  supervisors.  Employees  who 
work  an  alternative  work  schedule  must  still  work  the  total  number  of  hours  required  in  their  positions  each  week,  and  must 
meet  all  employment  responsibilities.  Supervisors  are  under  no  obligation  to  grant  an  employee's  request  of  an  alternative 
schedule. 

Flextime  allows  for  flexibility  of  the  work  schedule,  enabling  employees  to  vary  their  daily  or  weekly  schedules  with  the 
prior  authorization  of  their  supervisors. 

Four  Day  Work  Week  enables  the  employee  to  put  in  the  required  37.5  hours  in  four  work  days  comprised  of  9.375  hours 
each.  Once  established,  the  work  schedule  remains  constant. 

Staggered  Hours  represent  a  fixed  work  schedule  mat  is  set  at  other  than  the  traditional  hours.  For  example,  an  employee 
utilizing  a  Staggered  Hours  schedule  may  arrive  for  work  each  day  at  8:00  a.m.  and  leave  at  4:15  p.m.,  or  arrive  at  9:45  a.m. 
and  leave  at  6:00  p.m.,  etc. 

Part-Time  employment  is  that  which  constitutes  at  least  20  hours  per  week,  but  less  than  the  standard  37.5  hours  per  week. 
Once  established,  the  work  schedule  must  be  adhered  to. 

Job-Sharing  enables  two  or  more  part-time  employees  to  share  the  duties  and/or  hours  of  a  single  full-time  position.  For 
example,  one  employee  may  work  Monday- Wednesday  while  the  other  employee  works  on  Thursday  and  Friday.  Or  one 
employee  may  work  Monday-Friday,  9:00  a.m.  - 1:00  p.m.  while  the  other  works  Monday-Friday,  1:00  -  5:00  p.m. 


PAYCHECKS 

Paychecks  are  issued  every  Thursday  morning.  In  the  event  of  a  Thursday  holiday,  paychecks  are  issued  on  Wednesday. 
The  payroll  period  runs  from  Sunday  to  Saturday,  so  that  payroll  checks  issued  reflect  the  amount  of  pay  earned  during  the 
previous  Sunday-Saturday  period.  New  employees  receive  their  first  week's  paycheck  on  the  Thursday  following  their  first 
week  of  work.  Employees  who  leave  the  CBO  receive  their  last  pay  check  on  the  Thursday  following  their  departure. 

The  payroll  stub  lists  all  deductions  made  from  that  week's  gross  salary  (such  asTaxes,  Retirement,  Health  and/or  Life 
Insurance  Premiums  and  any  Payroll  Deduction  programs)  and  also  lists  Sick,  Vacation  and  Personal  Time  balances 

in  effect  as  of  that  pay  period. 

OVERTIME 

Overtime  must  be  authorized  in  advance  by  the  Head  of  the  Agency  before  an  employee  may  work  or  be  paid  for  overtime. 
While  all  Bargaining  Unit  employees  are  eligible  for  overtime  pay  (with  prior  approval),  Management  employees  are 
eligible  only  if  they  occupy  Management  Grades  M1-M4.  Managers  in  higher-level  positions  are  not  eligible  for  overtime 
pay. 

Employees  who  normally  work  7.5  hours  per  day  will  be  paid  overtime  (time-and-one-half)  only  for  hours  worked  beyond  8 
hours  in  a  given  day,  and  only  if  at  the  end  of  the  week  they  have  put  in  more  than  the  normal  37.5  hours  for  the  week.  The 
first  half-hour  beyond  the  normal  7.5  hours  in  one  day  will  be  paid  as  straight  time.  For  employees  utilizing  anAiternative 
Work  Schedule,  overtime  will  be  paid  only  for  hours  worked  beyond  40  hours  in  one  week,  regardless  of  how  many  hours 
were  worked  in  any  single  day.  Employees  who  normally  work  over  8  hours  per  day  (for  example,  10  hours/day  for  four 
days,  three  days  off)  must  work  beyond  their  normally  scheduled  daily  number  of  hours  before  overtime  will  be  paid. 

COMPENSATORY  TIME 

Compensatory  Time  off  in  lieu  of  pay  for  overtime  worked  may  be  granted  to  Bargaining  Unit  employees  at  the  discretion 
of  the  employee's  supervisor,  with  the  consent  of  the  employee,  in  an  amount  of  one-and-one-half  hours  compensatory  time 
off  for  each  one  hour  of  work  for  which  overtime  would  have  been  paid.  Compensatory  time  may  not  be  accumulated  in 
excess  of  90  hours.  Compensatory  time  benefits  do  not  apply  to  employees  who  work  an  irregular  work  day,  to  employees 
who  have  been  permitted  to  participate  in  the  Flex-time  schedule. 

LEAVE  REQUESTS 

Employees  must  receive  permission  from  their  supervisors  before  they  can  use  Vacation  or  Personal  Leave.  Such 
leave  cannot  be  used  after  the  fact  When  requesting  Vacation  or  Personal  Leave,  employees  should  notify  then- 
supervisors  as  far  as  possible  in  advance  of  the  date(s)  requested.  Personal,  Vacation  and  Sick  Leave  are  detailed  in  full  in 
the  Collective  Bargaining/Management  Agreement  Guide. 

Employees  may  request  a  Vacation  Pay  Advance  when  utilizing  Vacation  Leave.  Employees  must  notify  the  Central 
Business  Office  Payroll  Unit,  no  later  than  the  Friday  prior  tolhe  pay  day  on  which  they  wish  to  receive  the  vacation 
advance.  The  payroll  check  issued  on  Thursday  will  reflect  both  the  pay  for  the  previous  week  and  the  advance  for  the 
vacation  period.  Please  check  with  your  supervisor  regarding  the  vacation  request  policy  in  effect  in  your  unit 


HOLIDAYS 

The  Commonwealth  observes  13  Paid  Holidays  each  year.  They  are: 


1226 

January  1 
January  15 
February  19 
March  17** 
April  15 
May  27 
June  17 
July  4 

September  2 
October  14 
November  1 1 
November  28 
December  25 


1997 

January  1 
January  20 
February  17 
March  17 
April  21 
May  26 
June  17 
July  4 

September  1 
October  13 
November  1 1 
November  27 
December  25 


STATE  HOLIDAYS 

New  Year's  Day 

Martin  Luther  King  Jr.  Day 

Presidents'  Day 

Evacuation  Day  (Suffolk  County) 

Patriots'  Day 

Memorial  Day 

Blinker  Hill  Day  (Suffolk  County) 

Independence  Day 

Labor  Day 

Columbus  Day 

Veterans'  Day 

Thanksgiving  Day 

Christmas  Day 

*  Saturday  holiday,  Friday  or  Monday  off 
**  Sunday  holiday,  Monday  off 

Eligibility  for  holiday  pay  commences  on  the  first  day  of  Commonwealth  employment  Employees  forfeit  their  holiday 
pay  if  they  are  absent  without  pay  for  any  portion  of  the  work  daybefore  or  after  a  holiday  and  cannot  legitimately  utilize 
Authorized  Leave.  Work  days  before  and  after  Monday  holidays  are  Friday  and  Tuesday;  for  Friday  holidays,  Thursday 
and  Monday. 

Part-time  employees  will  earn  holiday  pay  in  the  same  proportion  that  their  service  bears  to  full-time  service.  Part-time 
employees  who  are  scheduled  but  not  required  to  work  on  a  holiday  and  would  receive  less  in  holiday  pay  than  in  regular 
pay  for  the  hours  they  were  regularly  scheduled  to  work  may  use  other  available  leave  time,  or  upon  the  request  of  the 
employee  and  the  approval  of  the  supervisor,  may  make  up  the  difference  in  hours  that  same  workweek.  When  a  holiday 
occurs  on  a  day  that  is  not  an  employee's  regular  workday,  he/she,  at  the  option  of  the  employer,  shall  receive  pay  for  that 
portion  of  a  day  mat  the  employee's  service  bears  to  full-time  service  or  an  equal  amount  of  compensatory  time  off  with  pay 
within  60  days  following  the  holiday  to  be  taken  at  a  time  approved  your  supervisor. 

Employees  who  work  on  a  legal  holiday  (with  required  supervisory  permission)  are  encouraged  to  take  a  day  off  as 
compensation,  approved  by  their  supervisors,  within  a  week's  time  of  the  holiday.  Employees  who  cannot  take  a 
compensatory  day  off  will  receive  one  regular  day's  pay  in  lieu  of  a  day  off.  The  rate  of  pay  for  holidays  is  the  same  as  for 
any  normal  working  day. 

OFFICE  SUPPLIES 

Office  supplies  such  as  stapler,  staples,  tape  and  dispensers,  note  pads,  etc.,  can  be  obtained  from  the  front  desk  secretary  in 
your  unit,  unless  otherwise  instructed. 
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PAYROLL  PROGRAMS 


A  variety  of  payroll  programs  are  available.  In  addition  to  Direct  Deposit,  there  are  several  payroll  deduction  programs  that 
provide  a  simple  and  painless  way  to  set  aside  money  for  a  variety  of  purposes,  for  the  present  or  for  the  future.  Employees 
who  participate  in  a  payroll  deduction  program  authorize  the  automatic  deduction  of  a  specified  amount  of  money  from  their 
weekly  paychecks,  which  is  forwarded  to  the  payroll  program  in  which  they  maintain  membership. 

In  addition  to  Payroll  Deduction  Programs  outlined  below,  employees  may  make  weekly  or  monthly  contributions  to  one  of 
a  number  of  charitable  and  human  services  organizations  through  the  Commonwealth  of  Massachusetts  Employee 
Campaign  (COMEC). 


DIRECT  DEPOSIT  PROGRAM 

Direct  Deposit  provides  a  convenient,  secure  manner  of  ensuring  that  employees'  paychecks  are  deposited  into  their 
checking  or  savings  accounts  each  week,  with  the  guarantee  from  the  bank  that  that  money  is  available  in  the  account  on 
Thursday  morning. 

To  sign  up,  employees  must  bring  a  copy  of  a  canceled  personal  check  (if  the  deposit  is  to  be  made  to  a  checking  account) 
or  a  deposit  slip  from  the  bank  (if  the  deposit  is  to  be  made  to  a  savings  account)  to  the  Central  Business  Office,  Payroll 
Unit,  and  fill  out  a  Direct  Deposit  application  form.  Processing  of  the  application  takes  about  four  weeks,  and  thereafter 
employees'  pay  will  be  forwarded  to  their  banks  for  deposit  each  week.  Employees  who  participate  in  the  Direct  Deposit 
Program  receive  a  paycheck  stub  each  week. 

STATE  EMPLOYEES'  CREDIT  UNTON 

The  State  Employees'  Credit  Union  (SECU),  located  at  101  Merrimac  Street,  Boston  (617)  723-5555,  provides  banking 
and  financial  services  to  its  members.  Employees  may  join  SECU  by  opening  a  savings  and/or  NOW  checking  account  and 
may,  upon  authorization,  have  a  specified  amount  of  money  deducted  from  pay  and  deposited  into  the  accounts)  each  week. 
(Once  authorization  for  payroll  deductions  is  given,  it  may  be  withdrawn  by  submitting  a  written  notice  of  withdrawal  to 
SECU  30  days  in  advance  of  the  desired  cut-off  date.)  In  addition,  employees  who  have  been  members  of  SECU  for  six 
months  or  longer  may  apply  for  personal  loans,  which  are  payable  through  payroll  deduction.  SECU  is  also  a  member  of 
several  ATM  (Automatic  Teller  Machine)  networks  and  offers  ATM  cards  to  members  for  their  convenience. 

BANK  CO-OP  PLAN 

Many  cooperative  banks  and  credit  unions  participate  in  the  Bank  Co-Op  Plan,  Employees  who  open  and  maintain 
accounts  at  one  of  these  financial  institutions  may  authorize  ITD  to  deduct  a  specified  amount  of  money  from  pay  each 
week,  which  will  be  forwarded  for  deposit  to  the  institution  at  which  they  maintain  the  account.  A  list  of  participating  banks 
and  credit  unions  can  be  obtained  from  the  PMIS  Personnel/Payroll  Processing  unit  in  the  Central  Business  Office. 

U.S.  SAVINGS  BOND  PROGRAM 

Series  EE  U.S.  Savings  Bonds  are  available  for  purchase  through  payroll  deduction  in  denominations  of$100;  $200;  $500; 
$1,000  and  $5,000.  The  purchase  price  of  each  Bond  is  one-half  the  denomination  (face  value).  Series  EE  Bonds  offer 
variable  interest  rates  if  held  for  at  least  five  years.  The  variable  interest  rate  is  set  twice  each  year,  on  May  1st  and 
November  1st,  and  is  set  at  85%  of  the  average  market  yield  on  five-year  Treasury  marketable  securities  during  the  previous 
six  month  period.  After  five  years,  these  Bonds  automatically  accrue  this  variable  rate,  with  the  guarantee  thateven  if  the 
variable  rate  falls,  these  Bonds  will  never  accrue  less  than  6%  interest. 
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When  employees  sign  up  for  payroll  deduction  for  Bonds,  they  determine  the  amount  of  money  to  be  deducted,  the 
frequency  of  deductions  and  the  denomination  of  Bonds  they  wish  to  purchase.  At  mid-month  of  each  month  in  which 
deductions  are  made,  the  Bond(s)  will  be  purchased  in  the  denomination(s)  indicated,  in  the  name  of  the  designated  Bond 
owner  and  beneficiary,  or  Bond  co-owners.  The  Bonds  are  mailed  to  employees  at  their  homes.  Bonds  can  be  redeemed  at 
most  commercial  banks  and  financial  institutions  at  any  time  after  six  months  from  the  date  of  purchase.  These  bonds  reach 
maturity  after  twelve  years. 

DEFERRED  COMPENSATION  PLAN 

The  Deferred  Compensation  Plan,  administered  by  the  Copeland  Companies,  consists  of  a  written  agreement  between  an 
employee  and  the  Commonwealth  providing  for  deferral  of  a  specified  amount  of  current  income  and  the  payment  of  such 
deferred  amounts  and  all  interest  and  dividend  earnings  at  a  later  date,  presumably  when  the  employee  has  retired  and  is  in  a 
lower  income  tax  bracket.  Since  deferred  income  is  not  received  by  the  employee  at  the  time  it  is  earned,  the  IRS  does  not 
consider  deferred  income  to  be  current  income;  therefore,  it  is  not  taxed  at  the  time  of  earning  and  deferral.  Rather,  it  is 
taxed  at  the  time  of  its  ultimate  distribution,  and  then  taxable  only  as  to  the  amount  distributed  to  you  each  year. 

When  employees  participate  in  the  Deferred  Compensation  Plan,  they  are  provided  with  semi-annual  statements  showing 
the  status  of  all  deferrals,  plus  interest  or  dividend  earnings.  The  Commonwealth  holds  title  to  the  funds,  and  employees 
possess  written  agreements  that  payment  of  proceeds  will  be  made  to  them  (or  to  their  beneficiaries)  in  the  event  of 
retirement,  termination  of  employment,  or  death.  (The  Commonwealth  holds  title  to  the  funds  for  one  reason:  if  employees 
were  to  hold  title  to  the  funds,  the  Internal  Revenue  Service  would  rule  this  to  be  "constructive  receipt"  of  the  funds,  which 
then  would  be  fully  subject  to  current  income  tax  regulations,  thus  defeating  the  purpose  of  tax-deferred  investment.) 

Employees  may  join  the  Deferred  Compensation  Plan  at  any  time.  The  minimum  deferral  allowed  each  month  is 
$10.00.  The  maximum  deferral  allowed  each  year  is  25%  of  gross  annual  compensation,  not  to  exceed  $7,500.  Available 
options  include:  Guaranteed  Fixed  Annuity,  an  account  which  guarantees  a  rate  of  return,  with  current  credited  interest 
rates  determined  each  year,  Bank  Savings  Account,  which  guarantees  a  refund  of  the  full  value  of  the  account,  the 
minimum  interest  rate  of  which  is  not  less  than  the  regular  savings  or  passbook  rate;  andLife  Insurance,  through  the 
purchase  of  which  employees  may  guarantee  that  their  families  will  receive  the  income  that  would  have  been  theirs  had  they 
lived  long  enough  to  complete  the  plan  (a  universal  life  insurance  plan  is  also  available  to  assist  employees  with  their 
retirement  plans). 

The  Commonwealth  has  made  improvements  to  the  Deferred  Compensation  Plan.  These  advancements  now  give  you  the 
opportunity  for  more  choice,  control  and  flexibility  in  planning  for  your  financial  future. 

You  will  now  have  the  ability  to  make  your  investment  selections  from  an  expanded  menu  of  options.  In  addition  to  the 
Income  Fund,  you  can  choose  to  invest  your  money  in  a  range  of  mutual  funds.  These  funds,  selected  through  a  highly 
competitive  process,  now  provide  participants  with  the  option  of  selecting  among  4  investments  strategies: 

•  Conservative  Risk  Funds 

Fidelity  Balanced  Fund 
Vanguard  Wellington  Fund 

•  Moderate  Risk  Funds 

AIM  Charter  Fund 

Fidelity  Growth  &  Income  Fund 

•  High  Risk  Funds 

AIM  Weingarten 

Fidelity  Growth  Company  Fund 

•  Socially  Responsible  Fund 

Calvert  Social  Investment  Fund 


In  addition,  effective  July  1, 1995,  three  new  equity  options  have  been  added  to  the  current  menu  of  Plan  investment 
options.  They  are: 

•  International  Equity  Fund 

Templeton  Foreign  Fund 

•  Small-Mid  Capitalization  Equity 

AIM  Constellation  Fund 

•  Passive  Index  Equity  Fund 

Vanguard  Index  Trust-500  Portfolio 


Historically,  well-managed  mutual  funds  have  proven  to  be  stable,  long-term  investments  providing  a  high  rate  of  return. 
Over  the  past  five  years,  average  annual  returns  from  selected  funds  have  ranged  from  8.4%  to  14.5%,  depending  on  the 
Fund.  However,  mutual  funds  returns  vary  from  day  to  day.  There  are  no  assurances  that  a  Fund  will  continue  to  perform 
as  it  has  in  the  past. 

For  more  information,  please  contact  the  Cope  land  Companies,  1-800-799  MASS. 

In  the  event  of  termination  of  employment,  the  value  of  the  account  (minus  any  Federal  or  State  taxes  required  to  be 
withheld)  may  be  distributed  to  employees  at  their  discretion,  in  one  of  three  ways:  a  lump  sum  payment  minus  surrender 
charge;  monthly  payments  for  a  specified  number  of  months  (36  or  more  months);  or  monthly  payments  for  life  through  the 
purchase  of  an  annuity.  Or  they  may  postpone  receipt  of  the  money  in  the  account  until  they  reach  retirement  age,  as  if  they 
had  continued  employment  In  the  event  of  death,  employees'  beneficiary(ies)  will  be  able  to  receive  the  money  in  the 
account  in  the  same  manner,  except  that  there  would  be  no  surrender  charge  for  lump  sum  payment. 

Withdrawals  from  accounts  may  be  subject  to  a  4%  surrender  charge,  and  can  be  made  only  upon  application  to  and 
approval  by  the  administrator  of  the  plan. 

MBTA  PASS  PROGRAM 

The  MBTA  Pass  Program  allows  employees  to  purchase  T-Passes  through  payroll  deduction.  Passes  available  are:  Local 
Bus;  Subway;  Combo;  ComboPLUS;  Zone  1;  Zone  2.  Deductions  may  be  made  as  follows:  1)  Full  deduction  from  first 
pay  week  of  month;  2)  Equal  amounts  deducted  from  first  and  third  pay  weeks  of  month ;3)  Full  deduction  from  third  pay 
week  of  month.  Employees  receive  the  T-Pass  by  the  last  week  of  the  month  prior  to  the  month  in  which  the  pass  is  valid. 

T-Pass  applications  must  be  received  by  the  Office  of  Administration  by  the  fourth  Friday  of  the  month  prior  to  the  month 
in  which  the  first  deductions)  will  be  made  for  the  purchase  of  the  T-Pass  that  will  be  valid  in  the  next  month.  For 
example,  applications  must  be  received  by  the  fourth  Friday  of  January  in  order  to  have  the  deduction(s)  taken  in  February 
for  the  purchase  of  the  March  T-Pass. 

COMMONWEALTH  OF  MASSACHUSETTS  EMPLOYEES  CAMPAIGN 

The  Commonwealth  of  Massachusetts  Employees  Campaign  (COMEC)  program  enables  employees  to  make  weekly  or 
monthly  contributions  to  one  of  many  human  services  organizations.  Employees  may  sign  up  at  any  time  and  specify  the 
rate  and  amount  of  deduction,  as  well  as  the  specific  organization  to  which  they  wish  to  make  their  contributions. 
Thereafter,  contributions  will  be  automatically  deducted  from  their  paychecks  and  forwarded  to  the  organization  identified. 
Charitable  contributions  are  tax  deductible. 


PAY  WEEK  DEDUCTIONS 


The  following  chart  shows  which  deductions  are  made  from  paychecks  during  eachPay  Week  of  the  month.  Pay  Weeks 
constitute  each  Sunday-Saturday  period.  Pay  Week  #'s  represent  each  week  ending  on  a  Saturday  in  a  calendar  month.  For 
instance,  Pay  Week  #1  represents  the  payroll  period  ending  on  the  first  Saturday  of  the  month.  There  will  be  a  fifth  Pay 
Week  only  in  those  months  that  have  five  Saturdays. 
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Bank  Co-Op 

COBRA  (Medicare  Soc.  Sec.  Tax) 

Basic  Life  Insurance 

Deferred  Compensation 

Federal/State  Income  Tax 

Health  Insurance 

Long  Term  Disability  Insurance 

MBTA  Pass  (1st  or  3rd  also) 

Optional  Life  Insurance 

Retirement 

State  Employees  Credit  Union 

Union  Dues/Agency  Fee 

United  Way 

U.S.  Savings  Bonds 


TUITION  REMISSION 

Full-time  employees  enrolled  in  a  state  institution  of  higher  education  (excluding  UMASS  Medical  Center)  are  entitled  to 
Tuition  Remission  (exemption  from  tuition  payment).  Employees  must  have  completed  6  months  of  service  at  the  time  of 
enrollment  and  be  enrolled  in  an  accredited  course/degree  program. 

Employees  who  qualify  may  take  advantage  ofTuition  Remission  as  follows: 

1)  100%  tuition  remission  for  full-time  (as  defined  by  the  academic  institution)  undergraduate  or  graduate 
programs. 

2)  50%  remission  for  enrollment  in  other  than  full-time  programs. 

To  apply  for  Tuition  Remission,  employees  must  obtain  aCertiflcate  of  Eligibility  from  the  ITD  Library.  The  certificate, 
returned  to  the  employee  after  processing  (about  one  month),  must  be  presented  to  the  university  no  later  than  the  date  on 
which  tuition  is  due.  Certificates  presented  after  this  date  will  not  be  honored. 
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PERFORMANCE  APPRAISAL  SYSTEMS 


The  CBO's  Performance  Appraisal  Systems  are  an  integral  part  of  a  policy  of  promoting  better  communication  among 
employees,  supervisors,  and  managers.  Review  systems  have  been  established  under  current  Bargaining  Unit  and 
Management  Agreements:  there  is  a  system  for  Management,  one  for  employees  in  Bargaining  Unit  positions. 

The  Employee  Performance  Review  System  (EPRS)  applies  for  all  Bargaining  Unit  employees.  The  three-stage  program 
is  designed  to  improve  productivity  by  increasing  communication  between  employee  and  supervisor,  who  together  use 
EPRS  to  plan  and  evaluate  employee  job  performance.  Throughout  the  fiscal  year,  informal  and  formal  reviews  are 
conducted  based  upon  performance  criteria  jointly  established  by  the  employee  and  his/her  supervisor.  (The  criteria 
determines  what  the  employee  and  supervisor  mean  when  they  say  the  job  is  being  done  right.) 

Successful  utilization  of  the  Performance  Appraisal  Systems  provides  a  means  of  promoting  individual  employees'  growth 
potential  while  promoting  unit  and  agency  objectives  identified  in  theagency  Workplan.  This,  in  turn,  facilitates  a  broader 
understanding  of  the  agency's  objectives  and  concerns  as  well  as  those  of  its  staff  members. 

RMPIjOYRK  PERFORMANCE  REVIEW  SYSTEM  (EPRS^ 

STAGE  A  -  PERFORMANCE  PLANNING:  The  employee  and  supervisor  jointly  define  successful  job  performance  for 
the  employee.  At  the  beginning  of  Stage  A,  the  employee  and  supervisor  meet,  discuss  and  write  down  the  employee's  main 
job  duties  and  then  list  ways  to  measure  how  successfully  the  employee  is  performing  each  job  duty.  (This  list  establishes 
the  performance  criteria.)  Performance  Planning  within  EPRS  is  designed  to  provide  a  clear  understanding  of  what  the 
employee  must  do  in  order  to  be  successful  in  the  performance  of  his/her  job. 

STAGE  B  -  PROGRESS  REVIEW:  Frequently-held  meetings  between  employee  and  supervisor  provide  time  for 
discussing  how  the  employee  is  doing  on  the  job  and  what  adjustments  may  be  needed  to  keep  performance  successful.  An 
"advisory''  rating  is  given  by  the  supervisor  at  the  formal  mid-year  review. 

STAGE  C  -  ANNUAL  REVIEW:  The  final  stage  of  EPRS  happens  before  the  end  of  the  fiscal  year.  Performance  for 
each  job  duty  is  rated,  and  an  overall  job  performance  rating  is  given.  At  this  time  the  supervisor  will  also  help  draft  an 
employee  development  plan,  if  the  employee  so  desires. 
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PARTn 


EMPLOYMENT  BENEFITS 


Page  12        Collective  Bargaining/Management  Agreement  Guide 

Commonwealth  Bargaining  Unit  and  Management  Agreements:  Salary  Rate;  Position  Grades 
and  Step  Rates;  Authorized  Leave;  Tuition  Remission;  Meal  Allowances;  Shift  Differential; 
Dental,  Optical  and  Long-Term  Disability  Benefits 

Page  16        Health  Insurance 

The  state  John  Hancock  Plan  and  sixteen  Health  Maintenance  Organizations  are  available  to 
employees 

Page  18        Life  Insurance 

Basic  Life  Insurance  of  $5,000,  and  Optional  Life  Insurance  of  up  to  8  times  salary,  are 
available 

Page  20         Long-Term  Disability  Insurance 

Designed  to  provide  tax-free  income  of  50%  of  base  salary  in  event  of  disability 


Page  22        Commonwealth  Retirement  Program 


A  mandatory  retirement  program  designed  to  take  the  place  of  Social  Security  benefits  at 
retirement 


Page  23        Dependent  Care  Assistance  Program 


Reduce  your  child  or  elder  care  costs  with  pre-tax  dollars. 

Page  24        Extended  Illness  Leave  Bank 

Donated  personal  and  vacation  days  to  assist  employees  who  would  otherwise  be  forced  to  take 
unpaid  leaves. 

Page  25        Voluntary  Services  Leave  Program 

School  volunteering  program  as  a  result  of  the  Education  Reform  Bill. 
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COLLECTIVE  BARGAINING  /  MANAGEMENT  AGREEMENT  GUIDE 


Commonwealth  of  Massachusetts  funded  positions  fall  into  two  categories:  Bargaining  Unit,  Confidential  and 
Management.  The  vast  majority  of  state  positions  are  Bargaining  Unit  positions,  which  are  occupied  by  non-managerial 
employees. 

Bargaining  Unit  positions,  and  the  employees  who  occupy  them,  are  covered  by  Collective  Bargaining  Agents  (unions) 
which  negotiate  Wage  and  Benefits  Agreements  with  the  Commonwealth  on  behalf  of  their  union  members  and  those 
employees  occupying  the  positions  under  their  authority,  as  well  as  representing  employees  with  regard  to  labor  relations 
activities,  as  appropriate.  Upon  appointment  to  a  Bargaining  Unit  position,  employees  automatically  receive  the  benefits 
and  coverage  of  the  current  applicable  Bargaining  Unit  Agreement,  with  the  exception  that,  during  the  six  month 
probationary  period  (see  Civil  Service)  grievance  and  arbitration  rights  do  not  apply  in  the  event  of  disciplinary  action  or 
termination  of  employment. 

Management/Confidential  positions  are  intended  for  Commonwealth  managerial  personnel.  These  are  not  union 
positions.  Management  employees  receive  wage  and  benefits  in  accordance  withManagement  Agreements  instituted  by 
the  state  legislature.  Management  employees  serve  at  the  discretion  of  the  appointing  authority  (agency  head).  Upon 
appointment,  management  employees  automatically  receive  the  benefits  and  coverage  of  the  current  applicable  Management 
Agreement. 

The  National  Association  of  Government  Employees  (N  AGE)  is  the  Bargaining  Agent  which  covers  funded  Bargaining 
Unit  positions  at  OMIS.  NAGE  is  comprised  of  two  Bargaining  Units,  each  of  which  represents  a  particular  classification 
of  positions.  NAGE  Unit  1  represents  Secretarial,  Clerical  and  Entry-Level  Technical  positions.  NAGE  Unit  6 
represents  Professional,  Administrative,  higher-level  Technical  and  TPL-designated  positions. 

AN  EMPLOYEE  OBLIGATION  CLAUSE  IS  CONTAINED  IN  ALL  BARGAINING  UNIT  AGREEMENTS 

requiring  that,  as  condition  of  employment,  an  employee  occupying  a  Bargaining  Unit  positionis  obligated  to  join  the 
union  and  consent  to  the  weekly  deduction  of  Union  Dues  from  the  employee's  pay  checker,  if  the  employee  elects  not  to 
join  the  union,  authorize  the  weekly  deduction  of  an  Agency  Fee  from  the  employee's  pay  check.  Either  form  of  deduction 
is  paid  to  the  Bargaining  Unit  It  is  the  employee's  obligation  to  contact  the  Union  in  order  to  authorize  the  deduction 
of  either  Union  Dues  or  the  Agency  Fee.  The  Bargaining  Unit  has  the  right  to  request  the  removal  of  any  employee  who 
is  occupying  a  Bargaining  Unit  position  who  is  not  a  dues-paying  member  of  the  union,  or  is  not  authorizing  the  deduction 
of  the  Agency  Fee. 

Union  members  are  able  to  participate  in  union  activities,  vote  in  union  elections,  vote  for  the  ratification  of  proposed 
negotiated  contracts,  and  receive  a  $10,000  Life  Insurance  policy  issued  free  of  charge  by  NAGE.  Employees  who  elect  to 
pay  the  Agency  Fee  receive  all  benefits  contained  in  applicable  Wage  and  Benefits  Contract  Agreements,  but  are  not 
eligible  to  participate  in  union  activities,  vote  in  union  elections  or  for  the  ratification  of  proposed  contracts,  and  do  not 
receive  the  $  1 0,000  Life  Insurance  policy. 

Union  Dues  for  Full-Time  NAGE  Units  1  and  6  employees  are  currently  $6.10  per  week. 
Agency  Fee  for  Full-Time  NAGE  Unit  1  employees  are  currently  set  at  $5.90  per  week. 
Union  Dues  for  Part-Time  NAGE  Units  1  and  6  employees  are  currently  $4.00  per  week. 
Agency  Fee  for  Part-Time  NAGE  Units  1  and  6  employees  are  currently  $3.90  per  week. 

NAGE  is  located  at  159  Burgin  Parkway,  Quincy,  Mass.,  02169  (Telephone  617-376-0220). 

The  following  is  an  overview  of  employment  benefits  provided  through  the  Bargaining  Unit  or  Management  Agreement. 
Where  there  is  a  difference  between  benefits  provided  for  employees  in  Bargaining  Unit  positions  and  those  in 
Management,  such  distinctions  are  identified.  Unless  otherwise  stated,  benefits  outlined  below  are  provided  to  both 
Bargaining  Unit  employees  (through  applicable  Bargaining  Unit  Agreement)  and  Management  employees  (through  the 
current  Management  Agreement). 
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SALARY  RATE 

Salary  Rate  is  determined  by  an  employees'  Position  Grade  and  Step  Rate  level  within  Salary  Schedules  contained  in 
Bargaining  Unit  and  Management  Agreements.  Salary  Schedules  establish  the  salary  for  each  Position  Grade/Step  Rate 
level.  TPL  salaries  are  determined  in  keeping  with  established  TPL  salary  schedules. 

POSITION  GRADES  and  STEP  RATES 

Position  Grades  constitute  designated  levels  of  positions  within  the  context  of  Bargaining  Unit  or  Management 
Agreements.  Position  Grades  at  OMIS  are  NAGE  Unit  1  Grades  06-17,  NAGE  Unit  6  Grades  07-16,  and  Management 
Grades  Ml -Ml  2.  Each  Position  Grade  contains  Step  Rate  levels,  each  of  which  represents  length  of  service  within  the 
Position  Grade,  and  constitutes  an  incremental  increase  in  salary  over  the  preceding  Step  Rate  level.  Upon  hire,  employees 
are  placed  at  Step  1  of  the  appropriate  Position  Grade.  Employees  receive  Step  Rate  Increases  each  year  that  they  serve  in 
the  same  Position  Grade,  until  they  reach  the  final  Step  Rate  Level  of  that  Position  Grade. 

Bargaining  Unit  Position  Grades  contain  5  Step  Rate  levels.  For  Bargaining  Unit  employees,  Step  Rate  Increases  are 
automatic  (although  they  can  be  denied  or  retarded  by  the  appointing  authority  for  reasons  of  disciplinary  action). 

Management  Position  Grades  contain  7  Step  Rate  levels.  For  Management  employees,  Merit  Rate  Increases  are  contingent 
upon  approval  by  the  appointing  authority. 

AUTHORIZED  LEAVE 

Authorized  Leave  is  provided  to  mil-time  employees,  as  described  below.  Part-Time  employees  are  granted  authorized 
leave  in  the  same  proportion  that  their  part-time  service  bears  to  full-time  service. 


PAID  SICK  LEAVE  is  provided  to  Bargaining  Unit  and  Management  employees  in  the  amount  ofl  1/4  Sick  Days  (9.375 
hours)  for  every  full  calendar  month  of  employment;  a  total  of  15  sick  days  per  year. 

Sick  leave  is  authorized  for  use  under  the  following  circumstances: 

1)  When  an  employee  cannot  perform  his/her  duties  because  he/she  is  incapacitated  by  personal  illness  or  injury; 

2)  When  a  member  of  the  employee's  immediate  family  or  other  relative  living  in  the  immediate  household  is 
seriously  ill  (up  to  a  maximum  of  7  or  10  days  per  year  as  per  collective  bargaining  agreements); 

3)  When  an  employee,  because  of  exposure  to  contagious  disease,  jeopardizes  the  health  of  others  in  the 
workplace; 

4)  Sick  leave  shall  not  generally  be  authorized  for  scheduled  appointments  with  health  care  professionals  unless 
the  employee  would  otherwise  be  entitled  to  utilize  sick  leave  for  actual  injury  or  illness  as  outlined  above. 
However,  it  is  permissible  when  appointments  with  licensed  medical  or  dental  professionals  cannot  reasonably 
be  scheduled  outside  of  normal  working  hours  for  purposes  of  medical  treatment  or  diagnosis  of  an  existing 
medical  or  dental  condition; 

5)  For  employees  in  Bargaining  Unit  6,  the  use  of  sick  leave  is  permissible  when  an  employee  who  is  absent  due 
to  the  excessive  use  of  alcohol  or  narcotics  becomes,  and  continues  to  be,  an  active  participant  in  an  approved 
counseling  service  program. 

6)  Bargaining  Unit  employees  may  use  of  to  a  maximum  of  ten  days  per  calendar  year  for  the  purpose  of  arranging 
for  the  care  of  him/her  self  or  his/her  child(ren)  or  for  attending  to  necessary  legal  proceedings  or  activities  in 
instances  where  the  employee  or  his/her  child(ren)  is  a  victim  of  domestic  abuse  and  where  the  employee  is  not 
the  perpetrator;  or 

7)  Attending  to  necessary  preparations  and  legal  requirements  related  to  the  employee's  adoption  of  a  child. 
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NOTIFICATION  -  Employees  who  wish  to  use  accumulated  sick  leave  for  any  of  the  permissible  uses  outlined  above  are 
required  to  notify  their  immediate  supervisor  as  early  as  possible  on  the  first  day  of  such  absence.  Employees  must  speak  to 
a  Supervisor  and  not  leave  a  message  on  phonemail.  Failure  of  an  employee  to  provide  such  notification  is  sufficient 
grounds  to  deny  sick  leave.  Employees  who  are  out  on  extended  illness  shall  also  be  required  to  contact  their  supervisor 
periodically  concerning  their  status. 

Whenever  a  manager  or  supervisor  has  reason  to  believe  that  an  employee  (or  group  of  employees)  is  abusing  sick  leave,  the 
manager  or  supervisor  shall  require  the  employees)  to  provide  written  medical  verification  of  illness.  Requests  for  medical 
verification  of  illness  should  generally  be  made  during  or  immediately  following  the  absence  in  question.  Employees  do 
not  accrue  sick  leave  for  any  month  in  which  they  are  classified  as  Leave  Without  Pay  for  a  total  of  more  than  one 
day. 

There  is  no  limit  to  the  amount  of  sick  leave  an  employee  may  accumulate.  Upon  retirement,  an  employee  will  be  paid 
20%  of  the  value  of  his/her  unused  sick  leave  credits  in  effect  as  of  the  date  of  retirement.  Upon  termination,  employees 
lose  all  rights  to  sick  leave  credits  in  effect  as  of  the  date  of  termination.  An  employee  who  is  re-employed  by  the 
Commonwealth  after  less  than  a  three  year  break  in  service  will  be  credited  with  any  sick  leave  in  effect  at  the  time  of  prior 
termination  of  employment. 

PAID  PERSONAL  LEAVE  is  provided  to  full-time  Bargaining  Unit  and  Management  employees  in  the  amount  of  3 
Personal  Leave  Days  (22.5  hours)  each  fiscal  year.  Part-time  employee's  are  granted  personnel  leave  in  the  same  proportion 
that  their  part-time  service  bears  to  full-time  service.  Personal  Leave  is  granted  on  July  1st,  which  is  the  first  day  of  each 
fiscal  year,  and  may  be  taken  during  the  fiscal  year  in  which  it  is  granted,  upon  approval  by  the  employee's  supervisor. 
Personal  Leave  not  used  by  June  30th  of  the  fiscal  year  in  which  it  is  granted  will  be  forfeited  by  the  employee.  Upon 
termination  or  retirement,  employees  lose  all  rights  to  unused  Personal  Leave 

Employees  receive  Paid  Personal  Leave  upon  hire,  as  follows: 

Date  of  Hire  Personal  Days  In  Effect  Upon  Hire 

July  1  -  September  30  3  Days  Paid  Personal  Leave 

October  1  -  December  31  2  Days 

January  1  -  March  3 1  1  Day 

April  1  -  June  30  0  Days 

PAID  VACATION  LEAVE 

Employees  accrue  Vacation  Leave  on  a  monthly  basis.  Each  month  following  a  full  month  of  employment,  employees  are 
credited  with  1/1 2th  of  the  total  vacation  hours  due  for  the  fiscal  year,  as  demonstrated: 

Length  of  Service  Vacation  Leave  Granted  Each  Month 

Up  to  4l/2  years  6.25  Hours  Paid  Vacation  Leave  (10  days/year) 

4 1/2  to  9 1/2  years  9.375  Hours  Paid  Vacation  Leave  (15  days/year) 

9l/2  to  191/2  years  12.50  Hours  Paid  Vacation  Leave  (20  days/year) 

.    191/2  or  more  years  15.625  Hours  Paid  Vacation  Leave  (25  days/year) 

Unused  Vacation  Leave  can  be  carried  over  into  the  next  fiscal  year,  with  the  new  year's  Vacation  Leave  credits  added  to 
make  up  the  total.  Vacation  Leave  may  not  be  carried  into  a  second  Vacation  Year,  but  will  be  forfeited  if  unused. 
Therefore,  an  employee  will  never  have  a  total  of  more  than  the  current  and  previous  year's  Vacation  Leave  credits 
as  of  July  1st.  Upon  retirement  or  termination  of  employment,  employees  are  paid  for  their  unused  Vacation  Leave. 

UNPAID  MATERNITY  and  FAMILY  LEAVE  are  available  to  employees  who  have  completed  the  probationary  period 
or,  where  there  is  no  probationary  period,  have  completed  three  consecutive  months  of  service.  Unpaid  Maternity  or  Family 
Leave  of  Absence  may  be  granted  for  up  to  eight  .weeks.  Maternity  Leave  is  intended  for  child-bearing  purposes,  while 


-14 


Family  Leave  is  granted  for  up  to  10  weeks  per  year  to  care  for  or  to  make  arrangements  for  the  care  of  the  employee's 
spouse ,  parent,  child,  grandparent,  grandchild  or  brother  or  sister  living  in  the  same  household. 

An  employee  who  has  accrued  Vacation  Leave  credits  at  the  commencement  of  Maternity  Leave  may  use  such  leave  credits 
for  which  she  may  be  eligible. 

Request  for  Maternity  or  Family  Leave  should  be  made  at  least  two  weeks  in  advance  of  anticipated  departure.  The 
employee  is  entitled  to  return  to  work  at  his/her  previously  held  position,  with  all  benefits  in  effect.  For  further  information 
and/or  request  forms,  contact  the  Central  Business  Office. 

PAID  BEREAVEMENT  LEAVE  is  available  to  employees  upon  the  death  of  a  spouse,  child,  parent,  brother,  sister, 
grandparent,  grandchild,  parent  of  spouse,  or  person  living  in  the  employee's  immediate  household.  Bereavement  Leave 
without  loss  of  pay  is  available  for  a  maximum  of  four  calendar  days.  At  the  conclusion  of  such  leave,  satisfactory  evidence 
of  death  must  be  made  to  the  appointing  authority. 

PAID  VOTING  LEAVE  is  available  for  employees  whose  normal  hours  of  work  preclude  them  from  voting  in  a  town, 
city,  state,  or  national  election.  For  the  sole  purpose  of  voting  in  the  election,  an  employee  shall  be  granted  up  to  two  hours 
Voting  Leave  upon  application  to  the  supervisor/manager. 

PAD)  CIVIC  DUTY  LEAVE  is  provided  to  employees  summoned  for  jury  duty.  Paid  Leave  is  provided  for  time  lost 
from  an  employee's  regular  work  schedule  upon  presentation  of  the  appropriate  summons  to  the  department  head  by  the 
employee.  An  employee  who  receives  jury  fees  for  jury  service  shall:  1)  Retain  such  jury  fees  in  lieu  of  pay  for  the  period 
of  jury  service  if  the  jury  fees  exceed  his/her  regular  rate  of  compensation  for  the  period  involved;  or,2)  Remit  to  the 
agency  the  jury  fees,  if  they  are  less  than  his/her  regular  rate  of  compensation  for  the  period  involved,  and  receive  Paid 
Civic  Duty  Leave.  For  the  purpose  of  such  paid  leave,  jury  fees  are  defined  as  the  per  diem  rate  paid  for  jury  duty  by  the 
court,  not  including  expenses  reimbursed  for  travel,  meals,  rooms  or  incidentals. 

An  employee  who,  in  addition  to  his/her  Commonwealth  employment,  is  employed  by  any  town,  city  or  county  of  the 
Commonwealth,  the  Federal  Government,  or  any  private  employer,  shall  not  be  granted  court  leave  with  pay  if  he/she  is 
summonsed  to  appear  in  court  on  a  matter  arising  from  such  non-Commonwealth  employment  No  court  leave  shall  be 
granted  when  the  employee  is  the  defendant  or  is  engaged  in  personal  litigation. 

PAID  MILITARY  LEAVE  is  available  to  employees  during  a  period  of  service  in  the  armed  forces  of  the 
Commonwealth.  In  addition,  Military  Leave  is  available  during  the  employee's  annual  tour  of  duty  not  exceeding  seventeen 
calendar  days  as  a  member  of  a  reserve  component  of  the  armed  forces  of  the  United  States. 

SHIFT  DIFFERENTIAL 

Full-time  Bargaining  Unit  employees  who  work  on  a  2nd  or  3rd  shift  schedule  receive  aShift  Differential  in  addition  to 
their  regular  rate  of  pay.  Employees  inNAGE  Unit  1  positions  receive  a  Shift  Differential  of  50  cents  per  hour  for  2nd  or 
3rd  shift  employment  Employees  inNAGE  Unit  6  positions  receive  a  Shift  Differential  of  75  cents  per  hour  for  2nd  and 
3rd  shift  employment. 

NOTE:  This  section  does  not  apply  to  employees  in  Management  or  TPL  designated  positions. 

DENTAL.  OPTICAL  and  LONG-TERM  DISABILITY  BENEFITS 

Bargaining  Unit  employees  are  eligible  to  contract  Dental,  Optical  and  Long-Term  Disability  benefits  from  their 
Bargaining  Agent.  Bargaining  Unit  employees  should  contact  NAGE  directly  to  receive  more  information  about  these 
benefit  plans  (1-800-641-0700  NAGE). 

Management  employees  are  now  eligible  for  Dental  and  Optical  benefits.  The  Group  Insurance  Commission  provides 
benefits  through  Delta  Dental  and  Davis  Vision  to  active  managers  and  others  not  covered  by  a  union  or  other  dental  and/or 
vision  plan. 
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HEALTH  INSURANCE 


Health  Insurance  benefits  for  Commonwealth  employees  are  administered  by  the  Group  Insurance  Commission  (GIC). 
All  employees  are  eligible  to  participate  in  the  State  Hancock  Plan,  the  Commonwealth  PPO,  or  any  one  of  the  Health 
Maintenance  Organizations  (HMOs)  that  provide  health  coverage  in  their  area  of  residence. 

Health  Insurance  becomes  effective  on  the  first  day  of  that  month  followingtwo  full  calendar  months  of  employment. 
(For  example,  if  an  employee  begins  work  in  mid- January,  then  February  and  March  constitute  the  firsttwo  full  calendar 
months  of  service.  Health  Insurance  coverage  for  that  employee  would  become  effective  on  April  1 .)  Premiums  are 
deducted  one  month  in  advance  of  the  month  of  coverage  (ex.:  deduction  is  made  in  March  for  April  coverage),  and 
deductions  are  made  in  the  first  four  weeks  of  the  month. 

Health  Insurance  Rates  listed  on  the  next  page  are  in  effect  for  coverage  effective  July  1,  1996.  Members  are  allowed  to 
change  their  form  of  coverage  only  during  the  Open  Enrollment  period  which  takes  place  during  April-May  of  each  year*. 

Health  plans  are  detailed  in  full  in  the  GIC  Benefit  Decision  Guide  provided  to  employees  at  orientation. 

In  the  event  that  an  employee  or  his/her  covered  dependent  incurs  medical  expenses  on  or  after  the  first  date  of  employment 
with  the  Commonwealth  (before  health  insurance  benefits  have  taken  effect),  provision  has  been  made  to  allow  the 
employee  to  obtain  coverage  for  medical  costs  incurred,  retroactively  effective  to  the  employee's  appointment  date.  In  such 
a  case,  the  employee  must  adhere  to  the  procedures  required  by  the  health  insurance  provider  with  which  he/she  has 
contracted  coverage.  After  receiving  medical  care,  the  employee  would  file  a  written  request  for  retroactive  coverage  to  the 
Group  Insurance  Commission.  After  approval  by  GIC,  and  payment  by  the  employee  of  thefull  cost  of  coverage  charged  to 
the  Commonwealth  (as  distinct  from  the  employee's  contribution  rate  listed  on  the  next  page)  for  the  period  between  date  of 
employment  and  the  original  effective  date  of  health  insurance,  health  insurance  coverage  would  take  effect  immediately, 
retroactive  to  the  first  date  of  employment  with  the  Commonwealth. 

In  addition  to  benefits  for  Commonwealth  employees, COBRA  (the  federal  Consolidated  Omnibus  Budget 
Reconciliation  Act)  enables  employees  to  extend  their  current  coverage  up  to  18  months  after  termination  of  employment 
(except  for  termination  for  reasons  of  misconduct);  up  to  three  years  for  divorced  spouses  of  employees;  up  to  three  years 
for  spouses  and  dependents  upon  the  death  of  an  employee;  and  up  to  three  years  for  dependents  over  age  19.  In  these 
cases,  individuals  would  pay  the  full  cost  of  health  care  benefits  charged  to  the  Commonwealth. 

The  GIC  Benefit  Decision  Guide  should  answer  most  of  your  general  questions.  If  you  have  specific  inquiries  about  a 
particular  HMO,  it  may  be  better  to  contact  the  provider  directly. 

If  you  have  questions  about  your  current  coverage  or  deductions,  you  should  contactJohn  Driscoll,  who  is  the  GIC 
Coordinator  at  973-0714. 


*  All  health  insurance  premiums  are  on  a  pre-tax  basis. 
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HEALTH  INSURANCE  RATES 

(Employee's  Contribution) 

For  Coverage  Effective  July  1, 1996 


Basic  Life  Insurance  Coverage  only  ($5,000  coverage):  $0.81  per  month. 


Harvard  Community  Health  Plan  of  NE 
Health  New  England 


Healthspurce  CMHC. 


Kaiser  Permanente 


Neighborhood  Health 


29.67 


23.67 


25.28 


25.63 


26.65 


BASIC  LIFE  PLUS  HEALTH 

INDIVIDUAL 

FAMILY 

State  Hancock  Plan 
without  CIC 

$44.09 

99.44 

with  CIC 

59.44 

135.51 

with  CIC/MNA 

34.83 

74.39 

Commonwealth  PPO 

30.58 

71.38 

Community  Health  Plan 

25.22 

61.03 

Fallon  Community  Health 

24.54 

55.31 

Harvard  Communitv  Health  Plan 

31.26 

73.52 

68.25 


58.56 


64.15 


60.29 


68.06 


Pilgrim  Health  Care 


Tufts  Assoc  Health  Plan 


28.32 


28.70 


TuFTS 


DENTAL/VISION  COVERAGE 


3.41 
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LIFE  INSURANCE 

life  Insurance  benefits  for  Commonwealth  employees  are  administered  by  GIC.  A  $5,000  Basic  Life  Insurance  policy  is 
provided  at  a  cost  of  $0.81  per  month  to  all  employees  who  contract  health  insurance,  and  may  be  contracted  at  minimal 
cost  to  employees  who  waive  health  insurance.  In  addition  to  Basic  Life  Insurance,  employees  are  eligible  to  contract 
Optional  Life  Insurance  benefits  of  up  to  approximately  8  times  their  annual  salary,  up  to  a  maximum  of  $1,200,000. 
(Employees  must  pass  a  physical  examination  to  contract  insurance  of  more  than  4  times  salary).  This  is  determined  by 
establishing  the  employee's  annual  salary,  multiplying  by  up  to  8  times,  rounding  that  sum  down  to  the  nearest  whole  $1,000 
figure,  and  subtracting  $1,000  from  that  figure. 

For  example,  an  annual  salary  of  $17,450,  if  rounded  down  to  the  nearest  whole  $1,000,  is  $17,000;  subtracting  $1,000 
equals  $16,000;  the  employee  would  be  eligible  to  contract  any  amount  of  Optional  Life  Insurance  up  to  $16,000.  To  figure 
out  a  multiple  of  salary,  take  that  $17,450,  multiply  by  2,  which  equals  $34,900;  round  it  down  to  $34,000,  subtract  $1,000, 
and  $33,000  is  the  "2  times  salary"  amount  of  Optional  Life  Insurance  available.  $17,450  multiplied  by  8  equals  $139,600; 
rounded  down  to  $139,000,  minus  $1,000  equals  $138,000,  which  would  be  the  "8  times  salary"  amount  of  Optional  Life 
Insurance  eligible  to  the  employee. 

Basic  and  Optional  Life  Insurance  policies  are  term  life  insurance  policies  that  offer  no  equity,  such  as  cash  surrender 
value,  and  no  benefits  other  than  payment  to  the  policy  holder's  beneficiary(ies)  in  the  event  of  death.  The  Optional  Life 
Insurance  Policy  also  provides  for  payment  to  the  policy  holder  in  the  event  of  accidental  dismemberment  (see  below). 
Lower  rates  for  optional  life  insrance  for  non-smokers  will  be  available  effective  1/1/97  for  employees  who  do  not  use 
tobacco  products,  and  who  have  been  tobacco-free  for  twelve  months  before  September  23, 1996  may  enroll. 

Life  Insurance  coverage  commences  on  the  same  day  as  health  insurance  coverage  (aftertwo  full  calendar  months  of 
employment).  Premium  deductions  for  Life  Insurance  are  made  one  month  in  advance  of  the  month  of  coverage,  and  are 
deducted  in  the  second  pay  week  of  the  month. 

No  physical  examination  is  necessary  for  new  employees  in  order  to  contract  either  form  of  Life  Insurance.  Participating 
employees  receive  a  Certificate  of  Coverage  for  each  policy  that  they  contract.  These  are  forwarded  to  the  employee  by 
GIC  sometime  after  the  effective  date  of  coverage. 

Employees  who  contract  Optional  Life  Insurance  of  less  than  the  1  times  salary  amount  will  be  ineligible  to  increase  that 
amount  of  coverage  for  one  full  year,  and  men  must  complete  and  submit  aCertificate  of  Good  Health  to  GIC  before  the 
level  of  Optional  Life  Insurance  coverage  can  be  increased.  Multiple-salary  Optional  Life  Insurance  coverage  will 
automatically  increase  as  the  employee's  salary  increases. 

Employees  who  do  not  desire  Optional  Life  Insurance  must  sign  anlnsurance  Waiver  to  this  effect,  are  ineligible  to 
contract  this  benefit  for  one  full  year  from  the  date  of  eligibility,  and  are  allowed  to  contract  it  only  during  the  insurance 
"Open  Enrollment"  period',  which  takes  place  in  May-June  each  year  (for  the  purpose  of  allowing  employees  to  change 
insurance  plans,  if  they  so  desire).  In  addition,  employees  who  decide  later  on  that  they  wish  to  contract  this  benefit  must 
complete  and  submit  a  Certificate  of  Good  Health,  which  can  be  obtained  from  the  GIC  Coordinator,  John  Driscoll  (973- 
0714). 

Under  the  Accidental  Death  and  Dismemberment  provision  of  the  Optional  Life  Insurance  policy,  one-half  the 
principal  sum  will  be  paid  to  the  employee  in  the  event  of  the  loss  of  one  hand,  one  foot,  or  the  sight  of  one  eye;  the  entire 
principal  sum  will  be  paid  to  the  employee  in  the  event  of  the  loss  of  both  hands,  both  feet,  the  sight  of  both  eyes,  or  the  loss 
of  one  hand  and  one  foot,  one  hand  and  the  sight  of  one  eye;  or  one  foot  and  the  sight  of  one  eye,  sustained  solely  through 
external  violent  and  accidental  means  while  insured.  No  payment  shall  be  made  if  loss  occurs  as  a  result  of  intentional 
self-inflicted  injury;  combat,  war,  or  any  act  of  war,  whether  declared  or  undeclared,  while  the  employee  is  in  the  armed 
forces  of  the  United  States  while  on  military  leave. 
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NOTE:  At  current  rates,  renewable  term  life  insurance  from  SBLI  is  less  expensive  than  Optional  Life.  There  is,  however, 
a  $250,000  maximum,  and  applicants  must  pass  a  verbal  health  examination,  which  can  be  scheduled  in  the  office  or  work 
location  during  work  hours. 

NAGE  Bargaining  Unit  offers  The  Protector  100  Plan  which  offers  employees  the  opportunity  to  build  cash  value. 
Employees  may  purchase  life  insurance  for  themselves  and  their  dependents. 

This  plan  provides  alternative  ways  to  withdraw  part  or  all  of  your  net  cash  value.  However,  the  amounts  withdrawn  will 
reduce  funds  to  cover  costs  of  insurance  and/or  provide  for  future  retirement  benefits. 
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1AJNG  TERM  DISABILITY  INSURANCE 


Long  Term  Disability  Insurance  benefit  <™  n 

administered  by  me  Group  Insm™<gl ^^^fyoy^^pr^^^ 

to  contract  Long  Tenn  Disability  insiirancTS?  f*? IC*  ^P'oyees  who  wo*  at  least  1 8  75  h3  ™       , 
The  Long  Term  Disability  (LTD)  Dlan  ic  a    • 


60  or  less  ,_ 

61  f 

62  4  years 

63  3  1/2  years 

64  3  years 

65  2  1^2  years 

66  2  years 

67  1  3/4  years 

68  1  1/2  years 

69  or  older  J  1/4  years 

1  year. 


Effective*.*  1,  ,996, fteMooth.yRa.es for coverageare as fo„„ws: 


AgeofprnrbytT 

Monthly  PrfTfmm  rrr  yjpp 

ofMonthlv  Rprni^ 

Under  40 
40-44 

$0.26 

45-49 

.51 

50-54 

.76 

55-59 

1.20 

60-64 

1.60 

65-69 

1.20 

.53 

over  age  69 

.30 
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In  addition,  NAGE  offers  a  long-term  disability  plan  for  all  Commonwealth  employees  under  the  age  of  65. 

This  plan  helps  assure  a  continuing  income  when,  due  to  illness  or  injuries,  an  employee  is  no  longer  able  to  work.  It  covers 
disability  sustained  on  or  off  the  job  and  lasting  longer  than  90  days  or  expiration  of  accumulated  sick  leave,  whichever  is 
greater. 

Premium  rates  are  based  on  your  insured  salary  and  attained  age: 


AgeofEmplovee 

Weeklv  Premium  Rates  per  $100 

of  Insured  Weeklv  Earnings 

18-29 

.37 

30-34 

.42 

35-39 

.47 

40-44 

1.13 

45-49 

1.58 

50-54 

1.98 

55-59 

2.09 

60-69 

2.24 

SHORT  TERM  DISABILITY 

Short-Term  Disability  benefit  is  available  to  all  Commonwealth  employees  and  can  be  used  in  conjunction  with  long-term 
disability  benefits. 

The  Short-Term  Disability  benefit  is  designed  to  provide  up  to  $1,000  per  month  after  14  days  and  a  maximum  of  2  years. 
This  benefit  is  provided  by  NAGE.  For  more  information  call  the  NAGE  Family  Protection  Plan  at  1-800-328-3230. 
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COMMONWEALTH  RETIREMENT  PROGRAM 

The  Commonwealth  of  Massachusetts  provides  a  Retirement  Program  for  employees,  administered  by  the  Retirement 
Board  and  designed  to  take  the  place  of  Social  Security  Benefits  upon  retirement.  Full-time  Commonwealth  employees 
do  not  pay  Social  Security  tax  (see  Note,  below)  and  are  therefore  ineligible  to  receive  Social  Security  benefits  after 
retirement  (not  counting  any  benefits  resulting  from  prior  or  subsequent  participation  in  the  Social  Security  Program  made 
through  non-Commonwealth  employment).  Employees  must  work  at  least  20  hours  per  week  in  order  to  participate  in  the 
Retirement  program.  Employees  who  work  less  than  20  hours  per  week  must  pay  Social  Security  taxes  to  the  Internal 
Revenue  Service.  (Employees  in  this  situation  should  contact  the  IRS  directly  to  provide  for  such  tax  payments.) 

Participation  in  the  Retirement  Program  is  mandatory.  Deductions  begin  as  of  the  first  day  of  employment.  Retirement 
deductions  continue  throughout  the  duration  of  employment  with  the  Commonwealth. 

The  Commonwealth  deducts,  on  a  weekly  basis,  a  percentage  of  salary  (the  amount  of  which  is  dependent  upon  the 
employee's  start  date  with  the  Commonwealth),  which  is  deposited  into  aRetirement  Account  on  the  employee's  behalf. 
The  amount  of  deduction,  based  on  employment  start  date,  is  as  follows:  Employees  hired  Before  12/3 1/74,  5%  of  salary; 
those  hired  from  01/01/75  to  12/31/83, 7%  of  Salary;  those  hired  from  01/01/84  to  6/30/96,  8%;  and  new  employees  hired 
after  7/1/96  is  9%  of  Salary.    In  addition,  those  hired  from  01/01/79  to  the  present  will  have  an  additional  2%  of  salary 
over  $30,000  deducted  and  placed  into  the  employee's  Retirement  Account. 

In  the  event  of  termination  of  employment  before  retirement,  the  employee  is  entitled  to  receive  a  lump  sum  payment 
constituting  the  full  amount  of  money  deducted  and  deposited  into  his/her  Retirement  Account.  If  termination  of 
employment  occurs  before  completing  five  full  years  of  service,  the  employee  will  receive  no  interest  on  his/her  Retirement 
Account.  If  termination  occurs  after  five,  but  less  than  10  years  the  employee  will  receive  50%  of  the  interest  earned  on 
his/her  Retirement  Account.  If  termination  occurs  after  10  years,  the  employee  will  receive  100%  of  the  interest  earned  on 
his/her  Retirement  Account. 

In  the  event  that  the  employee  is  re-employed  by  the  Commonwealth  after  prior  termination  of  employment  and  withdrawal 
of  the  Retirement  Account,  his/her  creditable  Retirement  Benefits  will  accrue  from  the  second  date  of  employment,  unless 
he/she  redeposits  the  full  amount  of  money  collected  at  the  time  of  termination,  in  which  case  benefits  will  reflect  the 
original  Commonwealth  employment  start  date. 

In  the  event  of  retirement,  benefits  will  be  made  on  the  basis  of  the  amount  of  money  in  the  employee's  Retirement  Account 
and  the  category  into  which  the  retiring  employee  falls,  based  upon  the  type  of  benefits  chosen  by  the  employee  at  that  time. 
Employees  may  retire  at  any  time  after  twenty  years  of  service,  but  they  will  naturally  receive  a  lesser  amount  of  money  than 
if  they  retire  at  age  65, 70  or  later. 

In  the  event  of  death  before  retirement,  the  employee's  designated  beneficiary(ies)  will  receive  the  full  amount  of  money 
in  effect  in  the  employee's  Retirement  Account,  plus  applicable  interest,  if  any.  Employees  may  at  any  time  change  or 
update  their  Beneficiary  Designation  by  notifying  the  PMIS  Personnel/Payroll  Processing  staff  in  the  ONUS  Office  of 
Administration,  John  Driscoll  (973-0714),  or  Cathy  Jackson  (973-0713)  and  authorizing  any  such  change. 

NOTE:  The  Consolidated  Omnibus  Budget  and  Reconciliation  Act  (COBRA)  signed  into  law  by  the  President  in 
April,  1986,  mandates  that  all  state  and  local  government  employees  hired  on  or  after  April  1,  1986  are  required  to  pay  the 
Medicare  portion  of  the  Social  Security  tax.  This  tax  is  set  at  1.45%  of  the  first  $130,200  of  an  employee's  wage/salary. 
The  state,  as  employer,  is  required  to  match  the  employee  contribution.  This  deduction  is  made  weekly  for  the  duration  of 
employment  with  the  Commonwealth. 
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DEPENDENT  CARE  ASSISTANCE  PROGRAM 

(DCAP) 


This  benefit,  intended  to  reduce  your  child  or  elder  care  costs,  has  been  designed  in  consultation  with  the  unions,  and  is 
available  to  both  bargaining  unit  and  managerial  employees. 

DCAP  allows  you  to  pay  for  up  to  $5,000  of  dependent  care  expenses  withpre-tax  income  (note:  this  will  no!  reduce  your 
retirement  or  social  security  benefits).  Because  salary  dollars  are  being  removed  from  your  taxable  income,  you  may: 

•  fall  into  a  lower  tax  bracket;  and/or 

•  lower  the  percentage  of  income  you  pay  for  taxes. 


NOTE: 

If  your  total  family  income  is  less  than  $24,000,  it  will  generally  be  more  advantageous  to  take  a  take  credit  on  your  tax 
return  instead  of  using  the  DCAP  plan. 

Federal  law  requires  that  any  unused  funds  remaining  in  your  account  at  the  end  of  the  calendar  year  will  be  retained  by 
the  employer.  Thus,  you  must  carefully  plan  how  much  you  set  aside. 


To  sign  up  for  DCAP,  contact  the  Central  Business  Office,  or  contact  the  firm  of  Flynn  &  Rice  Employee  Benefits,  Inc., 
(617-242-1200  or  1-800-462-0037)  who  are  responsible  for  administering  the  program. 

Open  enrollment  is  generally  October  through  December.  However,  new  employees  may  start  at  the  commencement  of 
employment 

As  with  any  tax  benefit,  you  are  encouraged  to  consult  with  your  accountant  or  some  other  tax  expert  before  enrolling  in  the 
DCAP  program. 
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EXTENDED  ILLNESS  LEAVE  BANK 


On  April  17, 1992,  Governor  Weld  issued  Executive  Order  335  to  establish  an  Extended  Illness  Leave  Bank  (EILB)  to 
benefit  employees  of  the  Executive  Branch  of  the  Commonwealth.  The  EILB  would  consist  of  personal  and  vacation  days 
voluntarily  donated  by  employees  in  that  secretariat,  to  assist  those  who  would  otherwise  be  forced  to  take  unpaid  leaves  of 
absence  due  to  prolonged  illness. 

CBO  employees  may  elect  voluntarily  to  become  "bank"  members  by  donating,  at  the  outset,  a  minimum  of  one  earned 
personal  or  vacation  day.  Sick  leave  days,  compensatory  time  off,  and  other  forms  of  paid  leave  may  not  be  donated  for  this 
use.  Requests  for  use  of  the  EILB  will  be  reviewed  and  recommended  by  the  Agency  Head  or  designee,  and  approved  by 
the  Executive  Office  for  Administration  and  Finance. 

CBO  employees  wishing  to  become  bank  members  must  submit  their  requests  during  the  months  of  January  and  June  each 
year  which  constitute  the  two  annual  "enrollment"  periods  for  individuals  to  become  EILB  members*. 

For  further  information,  please  contact  John  Driscoll,  Director  of  Human  Resources  at  973-0714. 

*Non-EILB  members  may  donate  one  or  more  vacation/personal  days  to  a  EILB  member  from  any  secretariat  who  is  in 
need. 
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VOLUNTARY  SERVICES  LEAVE  PROGRAM 

State  Employees,  with  their  supervisor's  approval,  may  volunteer  a  maximum  of  one  work  day  per  month  in  a  public  school 
without  loss  of  salary  or  benefits.  Executive  Order  343  authorized  the  pilot  program,  which  proved  successful;  thus,  the 
Education  Reform  Bill  included  a  provision  to  implement  fully  the  Voluntary  Services  Leave  Program. 

This  program  allows  employees  with  children  to  become  more  engaged  in  their  children's  education.  The  goal  is  to  put 
state  employee  resources  to  work  to  improve  the  quality  of  the  educational  experience  of  children  in  the  public  schools  of 
the  Commonwealth.  Volunteers  provide  additional  resources  of  manpower  and  information  for  schools  and  increase  home 
and  community  awareness  of  school  life  and  programs. 

All  employees  of  the  executive  branch  who  have  been  employed  by  the  State  for  at  least  six  months  and  have  applied  and 
received  approval  from  the  agency  head,  may  participate  in  the  program. 

Part  time  employees  are  eligible  to  participate  in  the  program  on  a  pro  rated  basis,  i.e.,  the  maximum  number  of  volunteer 
hours  allowed  per  month  are  pro  rated  in  accordance  with  the  number  of  hours  that  the  employee  works  per  month. 

Examples  of  acceptable  school  volunteer  services  include  serving  on  non-elected  school  boards  or  committees,  assisting 
teachers  in  the  classroom,  including  the  preparation  of  classroom  materials,  chaperoning  of  school  field  trips,  computer 
assistance,  special  events,  drug  and  alcohol  prevention  programs,  grounds  cleanup  drives,  tutoring  or  other  activities  that 
meet  the  intended  goals  of  the  program. 

Employees  interested  in  this  program  can  contact  the  Central  Business  Office  for  further  information. 
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GENERAL  INFORMATION 


Page  27 Civil  Service 


Designed  to  enhance  job  security  and  provide  a  stable,  qualified  work- 
force for  the  Commonwealth 


Page  28  The  Technical  Pay  Law 


Designed  to  promote  the  Commonwealth's  ability  to  recruit  and  retain 
data  processing  professionals 
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CIVIL  SERVICE 


Civil  Service  is  a  term  used  to  describe  the  special  classification  of  Commonwealth  positions.  Most  Commonwealth 
positions,  with  the  exception  of  management  positions  in  grades  M5-M12,  certain  management  positions  in  grades  M1-M4, 
attorney/counsel  positions,  those  requiring  election  to  office,  and  those  covered  under  the  Technical  Pay  Law,  are  classified 
as  Civil  Service  positions,  and  as  such  are  governed  by  the  Civil  Service  Law  and  Rules  set  down  inChapters  31  and  31 A 
of  the  Massachusetts  Genera!  Laws.  Civil  Service  is  intended  to  provide  employees  with  the  opportunity  to  enhance  their 
job  security  in  a  particular  position,  and  to  provide  a  stable,  qualified  workforce  for  state  government  independent  of 
changes  in  elective  leadership. 

CIVIL  SERVICE  EXAMINATIONS  are  held  periodically  under  the  direction  of  the  Department  of  Personnel 
Administration  (DP A).  Civil  Service  Exams  test  the  knowledge,  skills  and  abilities  required  to  perform  the  primary  duties 
of  a  particular  type  of  position.  When  a  Civil  Service  Examination  is  going  to  be  held,  DPA  issues  anExamination  Notice 
to  agencies.  This  notice  states  the  title,  duties,  qualifications  and  compensation  level  of  the  position  for  which  the 
examination  will  apply.  The  time,  place  and  manner  of  applying  for  admission  to  the  examination,  as  well  as  entrance 
requirements,  are  included  in  this  notice.  Exam  notices  are  posted  in  all  OMIS  units  when  they  are  received  and  reported  in 
STREAMLINE.  Anyone  who  meets  the  qualifications  established  for  the  examination  will  be  able  to  take  that  examination. 

CERTIFICATION  OF  NAMES  is  made  when  DPA  establishes  a  Civil  Service  List  consisting  of  the  names  of  all  persons 
who  passed  the  exam.  The  names  of  such  persons  are  arranged  on  a  Civil  Service  List  in  order  of  their  respective  standings, 
as  follows:  1)  Disabled  Veterans;  2)  Veterans;  3)  Widows  or  Widowed  Mothers  of  Veterans  who  were  killed  in  war  or  who 
died  from  military  service-related  injuries  in  a  time  of  war;  4)  All  Others.  Persons  certified  on  the  Civil  Service  List  are 
then  eligible  to  accept  a  Civil  Service  Appointment  to  the  applicable  position  for  which  the  exam  was  held. 

CIVIL  SERVICE  APPOINTMENT.  When  a  Civil  Service  List  is  established,  and  a  particular  position  or  group  of 
positions  within  an  agency  is  identified  for  which  the  Civil  Service  List  applies,  DPA  will  contact  those  persons  who  passed 
the  exam,  informing  them  to  contact  the  agency  where  the  position  is  located  if  they  are  interested  in  accepting  appointment 
to  the  applicable  position.  In  the  event  that  one  or  several  persons  seek  to  accept  a  Civil  Service  Appointment  to  that 
position,  the  highest  placed  person  on  the  established  list  may  be  appointed  to  mat  position,  depending  upon  a  determination 
made  according  to  established  policy.  A  Civil  Service  Appointment  provides  more  security  in  a  particular  position  than  a 
Provisional  Appointment  (for  instance,  in  the  event  of  lay-off  or  other  employment  action).  If  a  Commonwealth  employee 
is  already  currently  in  the  position  to  which  someone  has  accepted  a  Civil  Service  Appointment,  the  employee  currently  in 
that  position  may  be  "bumped"  out  of  his/her  position.  If  this  should  happen  within  OMIS,  the  Office  of  Administration  will 
attempt  to  place  the  "bumped"  employee  into  another  position  of  the  same  grade,  with  no  adverse  effect  to  the  employee's 
actual  job  or  duties.  It  is  a  good  idea  to  take  a  Civil  Service  Exam  if  one  does  become  available  for  which  you  are 
qualified. 

PROVISIONAL  APPOINTMENT.  A  Provisional  Appointment  may  be  made  to  a  Civil  Service  position  if  no  suitable 
Civil  Service  List  exists  from  which  certification  of  names  may  be  made  for  such  appointment  A  Provisional  Employee  is 
one  who  holds  no  civil  service  status  in  the  position  to  which  he/she  is  appointed.  All  Provisional  Appointments  to  civil 
service  positions  are  made  on  condition  of  a  six  month  Probationary  Period,  during  which  time  the  Provisional  Employee 
receives  all  applicable  employment  benefits,  except  that  the  employee  is  not  eligible  to  initiate  Grievance  or  Arbitration 
Procedures  in  event  of  disciplinary  action. 
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THE  TECHNICAL  PAY  LAW 


Chapter  717  of  the  Acts  of  1983,  the  Technical  Pay  Law  (TPL),  was  passed  during  FY  '84  and  went  into  effect  at  the 
beginning  of  FY  '85.  It  is  designed  to  promote  the  Commonwealth's  ability  to  recruit  and  retain  data  processing 
professionals  by  making  it  possible  to  compensate  these  individuals  at  a  level  more  nearly  competitive  with  private  industry 
standards. 

TPL  positions  are  exempt  from  Civil  Service  Rules  and  Regulations,  Exams  and  Eligible  Lists.  Employees  who  are  placed 
into  TPL-designated  positions  are  classified  as  Provisional,  since  there  can  be  no  Civil  Service  status  in  a  non-Civil  Service 
position.  TPL  employees,  though  not  Civil  Service,  are  Bargaining  Unit  employees  and  are  covered  by  NAGE  Unit  6  (see 
Collective  Bargaining/Management  Agreement  Guide. 

Under  the  provisions  of  the  TPL,  the  Secretary  of  Administration  and  Finance  establishes  a  salary  ceiling  each  year,  as  well 
as  compensation  ranges  based  on  current  comparable  marketplace  salaries.  Once  the  ceiling  is  established,  senior 
management  determines  how  available  funding  will  be  allocated  to  supplement  technical  salaries  in  different  work  units. 
Prior  to  any  employee's  salary  increase  under  the  TPL,  a  performance  review  is  required. 

Within  the  relevant  compensation  range,  the  size  of  the  TPL  salary  increase  that  an  employee  receives  is  determined  based 
upon  the  individual's  performance  and  management  priorities  for  the  total  funds  available.  Once  this  determination  has  been 
made,  it  is  discussed  with  the  employee  during  a  face-to-face  meeting. 

TPL  increases,  as  distinct  from  Step  Rate  Increases  (see  Collective  Bargaining/Management  Agreement  Guide,),  depend 
upon  continued  performance  and  regular  review,  and  can  be  changed  or  revoked  at  any  time. 

For  employees  who  were  hired  into  Bargaining  Unit  positions  before  being  converted  to  TPL  status,  a  "shadow  tracking" 
system  ensures  that  the  employee  will  never  be  paid  at  a  rate  less  than  what  he/she  would  have  made  had  he/she  not  been 
converted  to  TPL  status  (for  example,  relative  to  Step  Rate  Increases  or  Bargaining  Unit  cost  of  living  adjustments). 

If  you  have  any  questions  concerning  the  Technical  Pay  Law,  you  may  contact  Cathy  Jackson,  Personnel  and  Recruitment 
Specialist  in  the  Office  of  Administration,  at  973-0713. 
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